
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. c i t z i 

Page 1 of 2 

Agency 
Cecil County Government 

Division/Unit 
Facilities Management 

Item 
No. 

Description Retention 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes.' 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

FIRE INSPECTION REPORTS 
A. Fire Alarm Annual Inspection Reports 
B. Fire Suppression System Annual Inspection Reports 
C. Fire Extinguisher Annual Inspection Reports 

BUILDING CONSTRUCTION DOCUMENTS 
A. American Institute of Architects (AIA) 

Contracts/Documents 
B. Building Specifications 
C. Building; Drawings 

Retain hard copy for five (5) 
years then destroy. 

Retain hard copy until after 
project is completed, then 
transfer to Archives for 
permanent preservation. 

OPERATION CERTIFICATES 
A. Elevator Certificates 
B. Boiler Certificates 

Retain hard copy for one (1) 
year then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative 
Date 

Signature 
| *. 

Typed Name 
i 

I i 
Title IT & Records Retention Director 

Scott Mesneak 

Schedule Authorized by State Archivist 

Date " 1 iMa /fCVi 11 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. £ |vz . | DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 2 

Agency Division/Unit 
Cecil County Government Facilities Management 

Item 
No. 

Description Retention 

4 

1 
I 

1 

SAFETY ANE 
A. Asbest 

l 
i 

B. Mateiji. 

I 

C. Securit 
I 

D. Emails 

) SECURITY 
os testing documents 

il Safety Data Sheets 

y Event Log 

Used to Track Equipment Problems 

Maintain hard copy 
permanently and transfer to 
archives annually. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised and 
destroying obsolete material. 

Retain hard copy for twenty 
(20) years then destroy. 

Retain electronic files until 
County has disposed of 
equipment then destroy. 

DGS 550-1A 



Instructions —Tvnft nr Print * RAnarata fnrm fnr DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup, Maryland 20794 

41O-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each nev 
with R e c 

1 

v or revised record series. Forward 

ords Retent ion Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup, Maryland 20794 

41O-799-1930 

PAGE 1 OF 1 

1. Department/Agency 1 

Facilities Management 
2. Division 3. .Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for re ference as well as retention and disposition purposes. 
4. Record Series Title | 

American Institute of Architects ( A I A ) Contracts/Documents 
5. Earliest Year/Latest Year 

2006 , 2010 
to 

6. Record Se 
1 

These d 
rles Description (Briefly describe the types of Information/documents/forms found in the series include the purpose or function of the series.) 

acuments record contracts and scopes of work for Architects, Engineers, Contractors. 

7. Record Se 

• Letter SIzi 

• Legal SIze 

• Audio Tap 

• Bound Be 

• Other(sp 

rles Formates) List all ! 

i 

• Microfilm 1 

• Computer Tape 
i 

e • Floppy Disk | 

ok • Video Tape i 

dfy) ; 

l 

1 

8. Record Series Sequence 

• Alphabetical 

. • Numerical' 

• Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Comouter Taoefs) 

Number 
D Other fsoecifvl 

7. Record Se 

• Letter SIzi 

• Legal SIze 

• Audio Tap 

• Bound Be 

• Other(sp 

rles Formates) List all ! 

i 

• Microfilm 1 

• Computer Tape 
i 

e • Floppy Disk | 

ok • Video Tape i 

dfy) ; 

l 

1 

8. Record Series Sequence 

• Alphabetical 

. • Numerical' 

• Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Reel(s) 

• Computer TaDefsl 

Number 

• Other (specify) 

11. File I: 

• Daily 

Used | 

j 
• Weekly • Monthly « A inually 

12. Rle Becomes inactive After 

indefinitely D M o n t h ( s ) D Y e a r ( s ) 

Number 

13. Current 

Facilities 
ocatlon(s) (Bldg., Floor, Room) 

Management Office 
14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agencyorofflce.) 

P Yes ! No 

15. Acce 

0 Y 

;s Restrictions (IfYes, cite Law(s) &Regulation(s) 

3s * No 

-16. Audit Requirements 

: • None • State •.Federal .0 Independent 

•17. Is an Index System used?.If yes, explain briefly and describ 

'es • ' No 

f requirements .18, Recommended Ftetention 

Retain hard copy until after project is completed, 
then transfer to Archives for permanent 
preservation. 

19. Namean 1 
d Title of Preparer 

Scott Mesneak 
IT & Records Retention Directc j,r 

20: Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 55 0-4 (Rev . 1/93) 

i 



Instructions - T v d q or P r i n t fl s f t n n r a t e f o r m fnr 1 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new 

with Recc 

or revised record series. Forward j 

irds Retention Schedule ( D G S 550-1) ! 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency [ 

Faci l i t ies M a n a g e m e n t 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

A s b e s t o s tes t ing d o c u m e n t s 

5. Eadiest Year/Latest Year 

1 9 9 0 to 2 0 0 9 

6. Record Se 

T o d o c u i 

i 

es Description (Briefly describe the types of Information/documents/forms found in the series Include the purpose or function of the series.) 

n e h t resul ts of T e s t s for a s b e s t o s conta in ing m a t e r i a l s 

7. Record Se 

• Letter Slzi 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (spt 

es Format(s) List all ! 

• Microfilm ] 

I 
0 Computer Tape 

e 0 Floppy Disk | 
I 

k D Video Tape, < 

dfy) 

9. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

a Microfilm Reel(sj 

n Cnmmitpr TarWs) 
Number 

• Other (soerifvl 

7. Record Se 

• Letter Slzi 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (spt 

es Format(s) List all ! 

• Microfilm ] 

I 
0 Computer Tape 

e 0 Floppy Disk | 
I 

k D Video Tape, < 

dfy) 

9. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

0 Microfilm Reel(s) 

a Comouter Taoefs"i 
Number 

O Other (specify) 

11. File is 

D Daily 

Used I 

• Weekly. • Monthly a Annually 

l 

12. File Becomes Inactive After 

Indefinitely 

Number 

13. Current docation(s) (Bldg.. Floor, Room) 

Faci l i t ies M a n a g e m e n t O f f i c e : 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes • No 

15. Acces 

• Ye 

s Restrictions (IfYes, cite Lawt's) & Regulation(s) \ 

s • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an 

• v 

ndex System used?.If yes, explain briefly and describe requirements 

es • No 

10. Recommended Retention 

Maintain hard copy permanently and transfer to 
archives annually. 

19. Name an d Title of Preparer ^ 

S c o t t M e s n e a k ; 

IT & R e c o r d s R e t e n t i o n D i rec tor 

i I 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev.j 1/B3) 



a 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A O E N C Y R E C O R D S I N V E N T O R Y 

1 1 
PAGE ' OF '_ 

1. Department/Agency 

Facilities Management 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Tine 

Boiler Certificates 
5. Earliest Year/Latest Year 

2009 t D 2010 

6. Record Series Description (Briefly describe the.types of inrbrmatio'n/doaiments/for'rns found in the series. Include the purpose dr function of the series.). 

To ensure the proper operation of boilers 

7. Record Series Format(s) List all 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specify)_ 

• Mcrofilm 

• Computer Tape 

• Floppy Disk 

d Video Tape 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Other (specify) 

Keyword Lookup 

• FiieDrawerfs) 

• Mcrofilm Ree!(s) 

• Computer Tape(s) 

n Other (specify) 

10. Annual Accumulation 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily 0 Weekly. 
• Monthly I Annually 

12. File Becomes Inactive After 

1 

Number 

13. Current Location(s) (Bldg.. Floor. Room) 

Facilities; Management Office 
14. Is Record Series DupllcatedElsewhere? (If yes, specify agency or office.) 

n Yes • No 

15. Access Restrictions (IfYes. cite Law(s) & Regulation^) 16. Audit Requirements 

• None m State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 18. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name.and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 9/10/2010 

DGS 550-4 (Rev VB3) 



Instructions - T y p e or Print a separate form for : 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) ; 

i i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for : 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) ; 

i i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

1 1 
PAGE 1 OF 1 

1. Department/Agency i 

Facilities Management 
•2. Division 3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of rela ted records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 1 

Building Drawings (.pdf and .dwg) ; 
5. Earliest Year/Latest Year 

tD 

6. Record Seri 

To record 
s Description (Briefly describe the.ty'pes.of informatldn/d 

the physical components of count 
ar^rnents/forms found in the series. Include the purpose or function of (he series.) 

y buildings: 

7. RecordSeij 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Boo 

• Other (spei 

s Formats) List all * 

• Microfilm ! 

• Computer Tape 

o Floppy Disk 

• Video Tape. 

8. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snetifV) *^ 

Keyword Lookup 

9: Volume 

D File.Drawer(s) 

• Microfilm Reel(s) 

n Computiv Tanufsl 
Number 

n Other (sneciM 

7. RecordSeij 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Boo 

• Other (spei 

s Formats) List all * 

• Microfilm ! 

• Computer Tape 

o Floppy Disk 

• Video Tape. 

8. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snetifV) *^ 

Keyword Lookup 

10. Annual Accumulation 

O File Drawees) 

• Microfilm Reel(s) 

• Comouter Tanefsl 
Number 

• Other (specify) 
11. File is 

• Dally. 

Jsed 

• Weekly. • Monthly oAnnu 

12, File-Becomes Inactive After 

Indefinitely n M o n t h ( s ) Q V o a r ( M 

Number 

13. Current L 

Facilities 
cation(s) (Bldg., Floor, Room) 

Management Office 
14. Is Record Series Duplicated Elsewhere? (If yes, soecify agency or office.) 

n Yes i No 

15. Access 

• Ye 

Restrictions (IfYes cite Lawfs) & Regulatlon(s) 

• No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isanlr 

• V 

dex. System used? If yes, explain briefly arid describe re 

s • No 

julrements 18. Recommended Retention 

Retain hard copy until after project is completed, 
then transfer to Archives for permanent 
preservation. 

19. Name anc Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

i 20.' Telephone Numtaer 

410-996-5205 

"21. Date 

9/10/2010 

DGS 550-4 (Rev. l'/8'J) 



s 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward [ 

with Records Retention Schedule ( D G S 550-1 ) j 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward [ 

with Records Retention Schedule ( D G S 550-1 ) j 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency i 

Faci l i t ies M a n a g e m e n t ' 

| i 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

<1. Record Series Title 1 

Bui lding S p e c i f i c a t i o n s \ 

5. Earliest Year/Latest Year 

1 9 9 0 t D 2 0 0 9 

6. Record Seri 

T o docurr 

BS Description (Briefly describe the.types of informatio'n/dc 

T e n t m a t e r i a l s a n d m e t h o d s of cons 

cuments/forrns found in the series. Include the purpose or function of the series.) 

t ruct ion of county bui ld ings 

7. Record Seri 

• Letter Size 

• Legal Size 

• Audio tape 

• Bound Boo 

• Other (spet 

;s Formats) List all ! 

• Mcrofilm j 

• Computer Tape i 

0 Floppy Disk | 

< a video Tape 

m 

0. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sner.ifvi 

Keyword Lookup 

9. Volume 

• Fiie.Drawer(s) 

• Mcrofilm Reel(s) 

n CnmnutRr Tanp(s) 

Number 
D Other (sneciftrt 

7. Record Seri 

• Letter Size 

• Legal Size 

• Audio tape 

• Bound Boo 

• Other (spet 

;s Formats) List all ! 

• Mcrofilm j 

• Computer Tape i 

0 Floppy Disk | 

< a video Tape 

m 

0. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sner.ifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n Computer TapefsY 

Number 

• Other (specify) 

11. File is 

• Dally 

Jsed 

• Weekly • Monthly BAnnu; it/ 

12. File-Becomes Inactive After 

Indefinitely n M o n t h ( 3 ) Q Y c a r ( 3 ) 

Number 

13. Current L 

Faci l i t ies 

cation(s) (Bldg., Floor, Room) 

M a n a g e m e n t O f f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

a Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isanlr 

0 Y 

dex System used? If yes,.explain briefly arid describe req 

l • No 

Lilrements .18. Recommended Retention 

Retain hard copy until after project is completed, 
then transfer to Archives for permanent 
preservation. 

19. Name'ant 
1 
Title df Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. l'/B3) 

I 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-789-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1_ 

1. Department/Agency 

Facilities Management 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Elevator'certificates 
5. Earilea Year/Latest Year 

2009 t„ 2010 

6. P.ecord Series Description (Briefly describe the'.ty'pes of inforrratioh/documents/forms found in the series. Include the purpose or function of the series.) 

To ensure the proper operation of elevators 

7. Record Series Format(s) List all 

• Letter Size 

• Legal SizeJ 

• Audio Tapi 

• Bound Book 

• Other (speci fy)^ 

• Microfilm 

• Computer Tape 

O Floppy Disk 

• video Tape 

. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

D File.Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Othe r (specify) 

10. Annual Accumulation 

• File Drawer(s) 

Q, Microfilm Ree!(s) 

• Computer Tape(s) • 

• Other (specify) 

• Dally 
• Weekly a Monthly • Annually 

12, File-Becomes Inactive After 

1 • Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg,, Floor, Room) 

Facilities Management Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulatjon(s) 16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly arid describe; 

• -Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

9. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone.Number 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. 



7 

INSTRUCTIONS - Type or print a 
separate Jform for each new/revised 
electronic record series. Forward with j 
Records Retention Schedule (DGS 550-1) : 
C O M A R Jl4.18.04 j 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 DEPARTMENT/AGENCY 
Cecil County Government j 

2 DIVISION 
Facilities Management 

3 UNIT 

DEFINITION - Record Series - A group, of related records stored electronically and used as a unit for reference as weii as retention 
! and disposition purposes 

4 ELEC1 

Emails 
rRONIC RECORD SERIES TITLE 

Used to Track Equipment Problems 
5 EARLIEST YEAR/LATEST YEAR 

TO 2010 

6 INPUT 

Paper 

- Identify source of information to be entered 
i 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELEC" 

Emails 

rRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

that track problems with equipment. 

i 

9 POLIC 

Admini 
with the 

Y ON ACCESS AND USE - Explain or attach copy if established in writing. 

stration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
J "need to know" will havei(read), (print) and (hold) access. 

i 
10 UPD> 

Update 
replace 

VTING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

s are not allowed on the original document; if updates are needed, the document needs to be 
d. 

11 SPEC 
ensu 

Cecil C 
Record 

JIFY THE LOCATION AND MEQIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
-e the record's retention and usability throughout the record's authorized life cycle. 

ounty Government Administration Building 
is available until the disposal date, and then record is purged. 

i 
12 RECOMMENDED RETENTION : 

Retain electronic files until County has disposed of equipment then destroy. 
I t 

13 TYP 
PRE 

ED OR PRINTED NAME OF I 
PARER ! 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE OF PREPARER j 

| IT & Records Retention Director 

DGS 55uJ6 ; 



I 

3 

1 ; 
Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward ; 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) I 

j : 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•J io-7ag-i93o 

A G E N C Y RECORDS I N V E N T O R Y 

1 ; 
Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward ; 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) I 

j : 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•J io-7ag-i93o 

PAGE 1 OF 1 

1. Department/Agency 1 

Facilities^ Management 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

4. Record Series Title 

Fire Alarm Annual Inspection Reports 
5. Earliest Year/Latest Year 

2006 tD 2010 

E. Record Seri 
1 

To docurir 

I 

i 

s Description (Briefly describe the.types of informatton/documents/forhns found in the series Include the purpose or function of the series.) 

lent proper operation on fire alarm'systems 

l 

7. Record Serli 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound BooV 

D Other (spec 

sFbrmat(s) List all ' 

1 

• Mcrofilm | 

D Computer Tape '< 

a Floppy Disk \ 

D Video Tape ' 

fy) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sneciftrt 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(sj 

n Cnmpufer Tanpfsl 

Number 

• Other (specify") 

7. Record Serli 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound BooV 

D Other (spec 

sFbrmat(s) List all ' 

1 

• Mcrofilm | 

D Computer Tape '< 

a Floppy Disk \ 

D Video Tape ' 

fy) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sneciftrt 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapefsl 

Number 

• 'Cther (specify) 

11. File Is illsed 1 
• Dally J o Weekly. • Monthly • Annua 

I 
i 
i 

iy 

12, File Becomes Inactive After 

5 
n Mnnthr^ | YRar/rVi 

Number 

13. Current Lo 

Facilities \ 
cation(s) (Bldg., Floor, Room) 

/lanagement O f f i c e 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office-) 

a Yes § No 

15. Access 

• Yes 

Restrictions (IfYes. cite Law(s) S Regulations) , 

• No 

16. Audit Requirements 

a None • State • Federal • Independent 

17. Is an In 

a Ve 

dex. System used? If yes, explain briefly arid describe requirements 

s • No 

i i 

1 

10. Recommended Retention 

Retain hard copy for five (5) years then destroy 

1 : 
19. Name and Title of Preparer ' 

j Scott Mesneak 

j IT & Records Retention Director 

2Q'. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instruction 

each new| 

with Recor 

s - T y p e or Print a separate form for 1 

or revised record series. Forward ] 

ds Retention Schedule ( D G S 5 5 0 - 1 ) ! 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

P A G E ' ' O F 1 

1. Department/ 

Faci l i t ies 

Agency \ 

M a n a g e m e n t I 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes 
1. Record Series Title ! 

F i re Ex t ingu isher A n n u a l Inspection Repor ts ' 

! i 

5. Earliest Year/Latest Year 

2010 t 0 2010 

6. Record Serie 

T o docurf i 

s Description (Briefly describe the.types of InformatloWdpcurrents/forrns found in the series. Include the purpose or function of the series.) 

tent proper o p e r a t i o n o n f i re e x t i n g u i s h e r s 

i 

7. Record Serii 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Boot 

• Other (spec 

s Format(s) List all ! 

• Mcrofilm ! 

• Computer Tape \ 
l 

• Floppy Disk | 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifVi 

Keyword Lookup: 

9." Volume 

• File.Drawerfs) 

• Mcrofilm Reel(s) 

n Cnrrmitffr Tanpfsl 
Number 

• -Other fsoecifvl 

7. Record Serii 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Boot 

• Other (spec 

• Video Tape i 

fy). 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifVi 

Keyword Lookup: 

10. Annual Accumulation 

• pile Drawer(s) 

• ' Microfilm Reel(s) 

• Comouter Tanefs'l 
Number 

• 'Other (specify) 

11. File Is L 

• Dally 

sed 

• Weekly, • Monthly • Annua 

12. File Becomes Inactive After-

n Mnnth/sl • Yf>arWl 

Nurnber 

13. Current Lo 

Faci l i t ies 

;ation(s) (Bldg., Floor, Room). 

M a n a g e m e n t O f f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

O Yes ! No 

15. Access 

• Yes 

Restrictions (IfYes,. cite Law(s) ft Regulations) 

• No 

•16. Audit Requirements 

• None o State • Federal • Independent 

17, Is an In 

• .Ye 

fex.System used? If yes, explain briefly arid describe req 

t • No 

jirements 18. Recommended Retention 

Retain hard copy for five (5) years then destroy 

19. Name.and 
I 
Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s Retention D i rec tor 

20. Telephone Number 

410-996-5205 

2.1. Date 

9/10/2010 

DGS 550-4 (Rev. (83) 



to 

Instructions - T v n e or Print a sennrarA fnrm fnr i D E P A R T M E N T ' O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY 

each new 

with Recor 

Dr revised record series. Forward 1 

ds Retention Schedule ( D G S 550-1) 

D E P A R T M E N T ' O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF 1 

1. Department/ 

Facilities 
Agency 1 

Management 
2. Division 3, Unit 

DEFIN IT ION - R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title ; 

Fire Suppression System Annual Inspection -Reports 
5. Eailiest Year/Latest Year 

2008 t 0 2010 

6. Record Serie 

To docum 
s Description (Briefly describe the.types of Informatio'n/documents/for'ms fuund in the series. Include the purpose or function of the series.). 

ent proper operation on fire suppression systems 

i 
i 

i 
7. Record Serie 

• Letter Size 

• Legal Size 

0 Audio Tape 

• Bound Bool< 

• Other (sped 

s Format(s) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

o Video Tape. 

fy) 

8. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other tsnecifv) 

Keyword Lookup 

9. Volume 

• File.Drawerfs) 

• Microfilm Reel(s) 

n Cnmnnter Tanpfsl 
Number 

n Other fsnerifvl 

7. Record Serie 

• Letter Size 

• Legal Size 

0 Audio Tape 

• Bound Bool< 

• Other (sped 

s Format(s) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

o Video Tape. 

fy) 

8. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other tsnecifv) 

Keyword Lookup 

10. Annual Accumulation 
• File Drawees) 

• ' Microfilm Reel(s) 

• ComuutRr TansrVi 
Number 

• Cther (specify) 11. File is tj 

• Dally 

sed 

• Weekly • Monthly • Annua y 

12. File Becomes Inactive After 

^ n Mnnthfsl • Yesrfsl 

Number 

13. Current Lo 

Facilities l\ 
;ation(s) (Bldg., Floor, Room) 

lanagement Office 

1 
1 

14, Is Record Series DupllcatedElsewhere? (ifyes, specify agency or office.) 
• Yes • No 

15. Access 

• Yes 

Restrictions (IfYes, cite Law(s) & RegulatlDn(s) 

• No 

1£l. Audit Requirements 

• None • State • Federal • Independent 

17. Is an In 

• Ye 

lex.System used?'lf yes,.explaln briefly and describe req 

J • No 

jlrements 1 1 

i 

18. Recommended Retention 

Retain hard copy for five (5) years then destroy 

19. Name 3nd 1 ! 
Title of Preparer i 

Scott Mesneak ! 
IT & Records Retention Director 

i 

20- Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. U93) 



Instructions - T v d b or Print a s e D a r a t e form for ! D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY 

each new c 

with Recor 

>r revised record series. Forward ; 

is Retention Schedule ( D G S 550-1) I 

j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. DepartmentvAgency ! 

Faci l i t ies M a n a g e m e n t ! 

! 
i i 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title ] 

1 
M a t e r i a l S a f e t y D a t a S h e e t s ! 

i ! 

5. Earliest Year/Latest Year 

2 0 0 7 t 0 2 0 1 0 

P. Record Serie 

T o d o c u m i 

Description (Briefly describe the.types of Information/documents/forms found in the series. Include the purpose or function of the series.) 

snt sa fe ty m e a s u r e s for c h e m i c a l s a n d o ther m a t e r i a l s 

i 

I 
7. Record Serie 

• Letter Size 

• Legal Size 

• Audio Tape 

0 Bound Book 

• Other (spec! 

Formats) List all ] 

j 

o Mcrofilm i 

• Computer Tape i 

• Floppy Disk j 

• Video Tape. ' 

y) 

I 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

o Geographical 

• Other fsoecifv} 

Keyword Lookup 

9." Volume 

D File-Drawer(s) 

• Mcrofilm Reel(s) 

n CnmnutRr Tanp(s, 
Number 

• Other (specify) 

7. Record Serie 

• Letter Size 

• Legal Size 

• Audio Tape 

0 Bound Book 

• Other (spec! 

Formats) List all ] 

j 

o Mcrofilm i 

• Computer Tape i 

• Floppy Disk j 

• Video Tape. ' 

y) 

I 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

o Geographical 

• Other fsoecifv} 

Keyword Lookup 

10. Annual Accumulation 

0 File Drawer(s) 

Microfilm Reel(s) 

n Cnmiiuter Tanfifs) 
Number 

• Other (specify) 

n . File is u 

• Dally 

;ed | 

I 
HWeekly o Monthly • Annually 

12. File-Becomes Inactive After 

Indefinitely n M o n t h ( s ) D Y e a r ( 3 ) 

Number 

13. Current Lot 

Faci l i t ies IV 

ation(s) (Bldg,, Floor, Room) j 

l a n a g e m e n t O f f i c e 

i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

a Yes i No 

15. Access 

a Yes 

lestrlcrJons (IfYes, cite Law(s) & RegulatJon(s) i 

• No I 
I 

16\ Audit Requirements 

• None • State • Federal • Independent 

17. Isarilnc 

• Yes 

ex System used? If yes, explain briefly and describe requirements 

I 

• No I 

! 

18. Recommended Retention 

Continuous Record. Maintain as a perpetual file by 
updating when amended or revised and destroying 
obsolete material. 

19. Name and 
i 

tie of Preparer | 
i 

S c o t t M e s n e a k I 

IT & R e c o r d s R e t e n t i o n D i rec tor 

i 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



of Iz, 

i 

1 i 

Instructions - T y p e or Print a separate f o r m for \ 

each neWjOr revised record s e r i e s . Forward | 

with Records Retention Schedule ( D G S 550-1) i 

I i I j 
I i 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

* A G E N C Y R E C O R D S I N V E N T O R Y 1 i 

Instructions - T y p e or Print a separate f o r m for \ 

each neWjOr revised record s e r i e s . Forward | 

with Records Retention Schedule ( D G S 550-1) i 

I i I j 
I i 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE 1 OF 1 

1, Department/ 

Faci l i t ies 

Agency [ 

Management ! 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and u s e d as a un i t for reference as well as retention and disposition purposes. 
4. Record Series Title ! 

1 | 

Secur i t y E v e n t L o g s ! 

1 1 

5. Earliest Year/Latesffear 

2009 t 0 2010 

6. Record Serie 

Todocum 
s Description (Briefly describe the types of informatlo'n/documents/for'nrts found in the series Include the purpose or function of the series.) 

ent events at the Courthouse and Administration security points 
i 

7. Record Serl^ 

• Letter Size, 

o Legal Size 

• Audio Tape 

o Bound Book 

• Other (speci 

s Format(s) List all j 

1 

• McTofljm ! 

1 
• Computer Tape j 

I 
• Floppy Disk j 

• Video Tape ] 

W | 

1 

i 
1 

9. Record Series Sequence 

o Alphabetical 

0 Numerical 

a Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup; 

9.'Volume 

• File Drawerfs) 

• • Mcrofilm Reel(s) 

n Comrniter Tanefs^ 
Number 

• Other fsoeciM 

7. Record Serl^ 

• Letter Size, 

o Legal Size 

• Audio Tape 

o Bound Book 

• Other (speci 

s Format(s) List all j 

1 

• McTofljm ! 

1 
• Computer Tape j 

I 
• Floppy Disk j 

• Video Tape ] 

W | 

1 

i 
1 

9. Record Series Sequence 

o Alphabetical 

0 Numerical 

a Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup; 

10: Annual Accumulation 

• File Drawerfs) 

• ' Microfilm Reel(s) 

n CnmuutRr Tapef^ 
Number 

• 'Other (specify) 

11. File Is L 

• Dally. 

sed 1 

i 
BWeekry, • Monthly a Annually 

12, File-Becomes Inactive After 

20 

Number 

13. Current Lo 

Facilities l\ 
ation(s) (Bldg,. Floor. Room) i 

lanagement Office ; 
14. Is Record Series DupllcatedElsewhere? (if yes, specify agency or office,) 

D Yes B No 

15. Access 

• Yes 

Restrictions (If Ye^ cite Law(s) S RegulatJon(s) ! 

i 
• MO ; 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an In 

• Ye 

le>.System used? If yes. explain briefly arid describe requirements 

J • No | 

1 
1 

t 

18. Recommended Retention 

Retain hard copy for twenty (20) years then 
destroy. 

19. Name and 
'itle of Preparer j 

S c o t t M e s n e a k j 

IT & R e c o r d s R e t e n t i o n D i rec tor , 

i 

20: Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 

j 

j 




